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STATEMENY OF PURPCSE, AGCOMPLISHMENTS AND PROGRAM OUTLOOK

l. STATRENT OF PURPUSE

:'ha Procesaing and Reocords Division is responsible for processing
rocansl setions, maintaining the officlal Anventory of
0 positions and the officlal personnel records of Agency
amlayeea, and for operating a centyral processing service for personnsl
performing of fioial travel.

2, STATHIENT OF DEVEIDPW‘IS AND AGCOMPLISHMENTS

Prior to the reorgenizetion of the Office of Pergonnel. in '

tenber 1953, the procsssing and rescrds sctivities wers carried on
in o8 ent orgsnisationsl compenents of the Office of Person-
nel, The processing of persomnel astions snd the maintensnce of the
position inwntory and enpleyes files were perfcrmed separately by
the former Overt and Covert Persomnel Dvisionss the msintenence of
sopliomt £iles and the prepaeration of correspondence wers the respon-. .
sibility of the Persommel Procurement Divisicn. Consolidstion of these
funotionz in & singls orgmizetionel undt has mede it possible to cone
solidate records and esteblish uniferm procedwrss for the hendling of
these functions. During the past yesr, emphezis bas been plased on the
standsvdisetion of Official Perzomnel Folders, insinring prampt handling
of ogorrespondence, and enlarging and lmproving services to wloyaea e
departing fnr or m&mming fran wmeas aasigmeut.uo T
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 Division is conveniently desnribed in statistical terms. During fiscsd

year 1954, the Division processed Il security initiations s the 25X1A

first mp in processing initial employment of prospective employeess

individugls were processed for entrance on duty in the Agency and
“in=gervice persennsl acticns were complsted, The Correspondunce.

Branch, which properes mcst of the arplisant correspondence emanating from

the Office of Parsomnsl, prepsred snd dispatched 39,001 letiers, The =

tima lag for the pmparatien of this correspondence ls uauﬂ.ly within -

%Mursaftharmeiptofammatmthemm” :

The aarvicea furnished by this Division make :I:l-. poesible for
personnsl who are perfoming officiel travel tc emplete necessary
personal, transporiation, medical, and incidental travel arrangements
through a sentral point rether than threugh the many separate adminis-
trative offices comoernad with thase activities, Dwring fiscsl ymar
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195l the Branoh sasumed the a&di.ﬂonal fungtion of arranging ell travel
reservations and handling gll eontacts with comon carriers in eommec~
tion with the transportation of Agenoy employses, Statistically the
accomplishments of the Bransh csn be suwmarized as followss

Procedural improvements included a stresmlined suspense system
for psriodic step-increases, estsblishment of a locator syatan to
facllitate handling of credit, telephons and meil inquiries, and
improved methods for cuntroning promaing of pmonnsl travelling
mracaaa

3o STAMT OF PROGRAM OUTLOOK

It is antlcipated that the sctivities of the Procesuing and Records
Divieion will eontinve st spproximstely thelr gurrent level during the
next yoar or two, KExceptions to this general ocutlook will be influenced
by the impact of dmplsmentation of the procedures for admittance into
the Career Staff. Flans for improving t.he services offsred by this
Division 4nolude the followings

. Eaﬁablﬂahmem of more e.ﬁ‘fective’ control of Qffieisl
Parsonnel Folders with particular emphasis being given to security
considerations pertinent to the weintensnse and dissemination of
this type of informatien,

: b. Providing mere thorough briefing of depsrting iravellers
by inproving procedures for ovteining detailed surrent 5.nrmtion -
a8 to living conditions end general mﬂmmtal fastors at a:l.l

everseas stations.

0 cmmmgmvs.mmamMmorromhtm used in
appl!.cant correspondense to ingure mmmy and to personaliss
urit:lng a5 mush as possible, : _
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